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***VACANCY ANNOUNCEMENT***
POSITION: ROADS DIRECTOR
PROGRAM: Roads Construction/Maintenance Program (RCP) (Roads Program)

DEPARTMENT: Transportation

EMPLOYMENT STATUS: Full-Time, Permanent/Exempt

LOCATION: CADOT Roads Building, 101 E. White Rabbit Road, Concho, OK
ISSUE DATE: November 3, 2022 CLOSING DATE: UNTIL FILLED

DUTIES & RESPONSIBILITIES: The Roads Director shall be under the direct supervision of the
Executive Director of the Department of Transportation and shall have management responsibility
to develop and budget positions necessary to ensure delivery of program services and completion
of program goals, objectives, and/or activities. The Roads Director shall serve as the lead
administrator and program manager over the Roads Construction Program and Roads
Maintenance Programs (ROADS) and shall primarily be responsible for the development of scopes
of work, managing the design, construction, maintenance, and post-construction activities of
projects as per 25 CFR Part 170 (Tribal Transportation Program) and Driveway Assistance Program
(DAP). The Roads Director will be responsible for administering the design, quality control, quality
assurance, and project inspection phases of roads, bridges, transportation infrastructures such as
parking lots and transit facilities, as assigned to ensure compliance and shall be responsible for
administrative oversight of federally and tribally funded projects. The Roads Director will strive to
delegate tasks and assign work to designated subordinates to ensure the Roads Program is
managed effectively and maintained efficiently according to the applicable federal program
requirements and/or Standard Operating Procedures for the Department of Transportation. The
Roads Director shall be designated with signature authority of all requisitions, memos,
correspondences, payroll actions, check requests, etc. necessary to ensure day-to-day
management and oversight of activities and personnel that directly fall within the management
capacity of the Roads.

The RCP Director must work cooperatively with other departments, programs, and agencies to
coordinate activities and shall assist the Executive Director in developing grant applications where
applicable. The RCP Director shall develop and maintain internal protocols, plans of actions,
scopes of work to resolve road construction and/or maintenance issues as per applicable program
requirements. The Roads Director shall be responsible for establishing protocols that incorporate
applicable safety standards, requirements, and necessary Personal Protective Equipment (PPE) for
the use and operation of any equipment. The Roads Director shall identify training needs to be



administered to ensure OSHA standards are adhered to in the operation of any equipment and
to keep abreast of any safety standards that must be incorporated in to the workplace. The Roads
Director shall be required to ensure compliance such as drafting progress reports, maintaining
accurate records of materials and supplies, manage staff to ensure quality performance and
manage cuff accounts to ensure financial management responsibility of federal and/or tribal
funds. The Roads Director must be familiar with grant and contract management and will be
required to coordinate efforts with local, State and Federal agencies. The Roads Director:

e Must have knowledge in basic plan reading, with ability to analyze maps and specifications,
to perform construction, scheduling, and deliver of materials, and comply with applicable
standards

e Must be able to analyze data and other information to assist in development of clear
organization of deliverables as pertinent to construction and project management
activities

e Must be familiar and able to use survey equipment, heavy equipment, and inspection tools
to ensure integrity and quality of work performed on road construction, maintenance,
and/or driveway projects;

* Must be able to maintain an adequate record-keeping system to ensure data collection,
retention, and reporting and further safeguard and protect documents to ensure
confidentiality; '

e Must be able to develop scopes of works, traffic control schedules, stripping plans, safety
protocols, material testing schedule, complete payroll certifications and manage the
schedules, cost, quality, resources, procurement and stakeholders of assigned projects;

e Must become familiar with 25 CFR Part 170 and ensure design, construction material
testing, construction and/or maintenance activities planned by the program are allowed
per federal guidelines;

e Must be able to establish performance targets and goals, including milestones, and
provide an annual Plan of Action (POA)

e Must be able to effectively organize activities to provide a schedule in advance to the
Executive Director;

e Must adhere to the Tribes' Property and Supply Policies to manage any and all Tribal
property in the performance of duties (i.e. vehicle usage logs, maintenance logs, incident
reports, etc.) and to ensure the integrity of Tribal assets;

* Must establish and maintain internal cuff accounts for all projects and/or activities
administered and/or managed under the Roads Programs (i.e. wage tracking templates,
Excel Spreadsheet templates) as per program policies to ensure accountability and
reporting;

e Must maintain budgets for each project to ensure compliance with all the Tribal, Local and
Federal guidelines and regulations;

e Must provide monthly, quarterly, annual, or as otherwise deemed appropriate and
applicable, progress narrative summary or report to adhere to the reporting requirements
pertinent to projects assigned;

e Must be willing to work in the elements (i.e. weather, terrain, etc.) and subjected to various
conditions (i.e. loading and unloading supplies, materials, or equipment, able to lift a









